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1.  GENERAL v
This reguletion prescribes Agency policies, responsibiliiles, and procedures
concerning the preparation of Fitness Reports for staff amployees and atéi‘:f
egents, except on those employees at the super-grade level (GS 16~17 and 18)
who will be evaluated in nmemorendum reports prepared by their superiors,
2.  POLICY
8. The Agency will continuously evaluate the performance and potentiasl of
its employees as & menagement and planving aid and will ensure that
employees are informed concerning the effectiveness of their work
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bo  The Fitness Report will be used to record such evaluations periocdically,
It will conaist of a two-part formy, desipgned to provide o means of
evaluating the nroductivity and the notentisl of emnloreess
(1) Torm No. 453 Fitness Report (Performance - Part I) will be used
to orovide the supervisor with a meens of evaluating the oroductivity
of the employee being rated. This part of the Fitness Report will
be csompleted in all cases in which a report is reguired, and will
be shown to the individual being rated at the time 3t is completed
except that the supefvisor may elect not to show the Report, other
than a Renort supnorting an adverse asction, when one or more of
the following conditions nréﬁailz
{a} Wnen there exiéts unusual operatlonal sircumstences such as
those at o small station where the reier and individusl being
evaluated are working and Jiving in very close-nroximity and
constant social interchange between them is necessarys
(b) ‘then, for medical or psychological reason3, it would be 11l
advised to show the individual the renori;
{e) When security considerations nreclude showing the reports
(3) ‘When the supervisor and individual being rated are sc physieally
senarated that it is impractical to show %he report,
When the supervisor elects not to show the Revort te the individusl
being rated, for one or more of the sbove reasons, he shall give
2
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Approved For Release 2001/05/01 : CIA-RDP80-01826R000700100019-8



25X1A

3o

8o

Approved For Release 2001/05/01 : CIA-RDP80-01826R000700100019-8

.

REGULAT ION

(2)

I 25X1A

PERSONNEL

the reasons for his 'action in Seetion B of Part I. The individual
—®EX. subsequeontly be shrwn the renort by the head of his Career
Service unon reguest, security considerations vermitting.

Form No, 453 Titness Renort (Potential - Part I¥) will be used

to 'nrovide supervisors with a means of evaluating the notential and
work enviromment characteristics of the emloyee being rated.
Comnletion of this part of the Fitness Revort is reguired for
initial and anmual renorts only, on orofessional and technical
employees in grades GS-5 and above, This part will not be shown
to the individual being evalusted,

RESPONSTI ILITIES

SUPERVISORS

(1)

(2)

Sunervisors at all levels are responsible for the continuoue
evaluation of the performance and votential of emnloyees under

their immsdiate sunervision and for the nrenaration of Fitness

Reno:

The SWee u-\';-;.’,,:__;_,_; fae ) apbioalhowo—blvopeaivl.on
1 8 resnonsible .foryre leying i n- order
to enguvre that it {Is,commleted, ¥ the lmmediate

. .
suporvisor, has omevalmted undgrevalaated the . Z{EF
Le a-cl Ao Jpar 2 Vo

Individual concegyned. He will also consider vwhé¢ther fany ection
should be recommended on the basis of the Renort, and advise
3
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!the sunervisor with resvect to taking such action. His signature
on the Report signifies agreement with the ratings unless other-
) wlse noted. |

b.  DEPUTY DIRECTORS
The Deputy Directors are mesponsible for ensuring that Fitness Reports
for all emnloyees undér their jurisdiction are prepared and transmitted
in accordance with the vrovisions of this regulation.

¢, THE DIRECTOR OF PERSONNEL
The Director of Persomnel is resnonaiblé for administering the vrovisions
of this regulation; for vroviding assistance and guidance te sunervisors
at all levels; and for reviewlng the overall effectiveness of this
evaluation »rogranm.

4.  TYPES COF FITNESS REPORTS

&  INITIAL REPCRT
Form No, 45, Fitness Report (Performance - Part I) and (Potential ~ Part IT)
will be prepared for each employee, as of nine months after his entrance
on duty with tﬁe Agency, This renort is of varticular immortance for
selection nurposes in nreviding a rgcord of the sunervisor®s evaluation
of the individual before commletion of the twelve-mcnth trial veriod,
Preparation of the Report by the current suvervisor is required regard-
less of the length of time the emvloyee has been under his jurisdiction,

4
v o e
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The eurrent supervisor may requeat advice and information regarding any
voint ecovered by the Renort from others who have supervised the individual
during the veriod covered, Normally, the Fitness Revort must be commleted
and forvarded not more than 15 days after the indicated Jue date. Sub-
mission of 2 Report may be delayed, however, for a period nof. to excead

20 days beyond the due date in order' to provide the sunervisor with
additional time to evaluate an emmloyee who has been under his jurisdiciion
for a veriod of less than 90 days as of the due datz of the Revort.

ANNUAL REPORT

A Fitness Renort (Performance - % I) and (Potendial - Part TT) will

[/ p
be prenared for each emmloyee /\twelve months following the comnletion

of tﬁe' emnloyee s first nine months of servies and annually thereafter,
’_\ Tre current sunervisor will defer the commietion and submission of un

annual Resort until the individual being rated has been under his

Jurisdliction for a veriod 90 days, in order to adequately evaluate

the emnloyee,

€o. REASSTGIMENT REPORTS
(l) Reasisignment on Denerture of Sl_;peﬂisor
» supervisor who 18 to be reassigned or who is leaving the Agency

will nrenare Fitness Renorts (Performance ~ "art I) on emnloyees

under his immediate surervision befdre his denarture, ~Ifthe
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(2) Proposed Reassignment of Employees Between Offices
A Fitness Report (Performence - Part I) will accompany the Standard
Torm 523 Request for Personnel Action, requesting the reassigp-
ment of an employee between jurisdictions of Operating Officials¥
excent whenva renort has been nrenared for scme other nurpose
within the oreceding €0 days. The Renort in these cases must be
considered by the requesting officé prior to initiating the
Standard Form 52 and will be used by the (ffice of Persomnel as
a 4Sulde in considering annroval of the vronosed resssignment,
Exeent in unusual cases the Office of Persomnel will not apnrove

a provosed reassignment unless such a renort ls of records

(3) Reassignment of Fmployee Within Areas of Jurisdiction of Operating
Offlclals
A Titness Renort (Performance - Part I} and “tandard Form 52 will
be orepared when an emmloyee 1s reasslipgned within the area of
jurisdiction of an Operating Officlal excent when a renort has
keen prepared within the previous 90 days., However, such avrenorh
will not be required if the reassigmment involves neither a change

of sunervisors nor a significant change in the Auties of the emplcyee.

Chials of Senfor Stwffs and Aread Divisions

Chiefg of
under the

Approved For Release 2001/05/01 : CIA-RDP80-01826R000700100019-8



25X1A

" Approved For Release 2001/05/01 : CIA-RDP80-01826R000700100019-8

PERSONNEL

—— B o
_

d.  SPECIAL REPORIS
Other Fitaess Reports will be prepared, as ﬁecesaary, to meet the
requiremenﬁs of special clrcumstances.
5. REPORT PROCEIURES
a. INITIATION OF REPORTS
(1) sdvance lists of initial and ennual reports due will be prepared
by the 0ffice of Personnel and disseminated to sdministrative or
Personnel 0fficers on or before the 15th day of each month. These
advance lists will contain the names of headquarters employees
effected and the due dates and types of reports required.
{2) Resssignment reports will be preparsd in accordance with the provisions
of this regulaiion without advance notice from the 0ffice of Personnel.
(3) Speciel reports will be prepared as directed by the Operating Official
concerned, or head of the employee's .Gareer Service Board, if
different from the Qperating Official.
b. PREPARATION OF REPORTS
The Fitness Report will be prepared in triplicate. The supervisor
completing the report will treanamit it to the reviswing official. After
ravieving and signing the forms, the reviewing official will trasmit all
three coples to the Administrative or Persomnel Officer concerngd who will
forward the original and one copy direcily to the Office of Persomnel ard

7
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the,cony to the Head of the Career Service Board concerned within

15 workdays following the exmiration of the neriod covered by the

renort.
6. TMORTS OF UISATISFACTORY S . | JA%W«Z/
8. A Fitness Report ¥epo : he—peparatien—of-—an—pmpiogpee or juﬁging

him to be inecmpetent will -1‘ be submibbe

notifying {he canlesee—hmwribing-of 4w deficlencies -iﬂ-—h—i-s—eer-ﬁemam.

—ed—ghbvimphimrw Feasonable veriod of time (no

—SHOPOTey L\ AT i ided G 25X1A

Ganeral Cienaratic»n Actions, \—‘\\ , g /j
b. When a suncrvisor’s recognition of unsatisfactory—perfonname is

coineldental m.'Z,.h the nrenaration of a Fitness Reportd, tan Warn:!.ng

" memorandum indiester e rap -6a—abewe will be prenared with thg)

&_\aﬁvﬁ,ce and asslstance of the Office of Tersonnely/ and the Titness Revort

will be delayed until the end of the trial waricd.
¢ Ify at the end of the trial nericc?, the sunervisor and rppviewlng offieial
recomrend the separation of the individual, the Fitness Report (Performerce -
Part I} will be shown to the emmloyee and the procedwre

Goneral Scvaratlon Actions will bs followed.

L. K. WHITE

Deputy Directjor

(Support)
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